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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Pnone - (404) 656-4976 GIST: 221 4983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ' ARCHIVES AND HISTORY
Apglication Dete Administrative Services Division | Application Number A
Office of Regulstory Services -

5/17/85 — Day Care Licensing Section , . 63755 :35%1 ]

Application Number 878 Peachtree St. NE Date Received Date (.‘.t:br\'uple_tfeg_-_1
‘ o foiie

85-3 Atlanta, Georgla 30309 o TUN 1 0 (g88 IJUL 0 319§5 i

[2. Person to Contact ST T l-_WB}l{ﬁﬁg__Tiile S o © Telephone Number

__Richard Tolcher _

3. Action Requested

_Special Services Unit Director .___  8oh-h767

a. T Establish Retention Schedule: record will continue to accumulate.
* - - -
b. ] Dispose of present accumulation; no further accumulation anticipated.

c. O Amend Application No. Check One: (3 Change; [ Supercede; 0 voio
4. Dates of Series "7 [5. Records Series Title ffollowed by title used in office, if different)
Earliest Latest
198L _|continuing Facilities Criminal Records Check Appllcatlon File e ]
6. _Divigion and Oﬂu:e Funcnon L What is the funcuon of ‘the Division and the Off:ce in whtch this record seﬂes is c_reated? N R T

ihe-Administratlve Serv1ces D1v1310n provides the progr;m dlrectlon and coord1nat10n of
the speciallzed functions whlch . support the Department 8 1nternal operatlons and legal _
environment through the Offices of Administrative Appeals, Audits, Child Support Recov-
ery, Financial Services, Fraud and Abuse, Personnel Admlnlstratlon, Regulatory Services,
and Support Services.

The Cffice of Regulatory Services is responsible for the development of standards, in-
spection, monitoring, licensure, and certification of health care facilities, laboratory _
facilities and child care/child placing facilities. Also, the Office supports the oper-
ational needs of the Clinical Laboratory, Rlood Rank and Tlssue Bank Commlttee and the
Human Research Review Roard.

7. Records Series Description This file contains the follcm;ing dt:;e-\:ments finclude form nurnbers and titles, if any):  Attach samples of the file.

Documents retating to:  researching and recording the criminal history of directors and employees
of all types of Child Care Facilities and Personal Care Homes.

Form 5579 {2/85)- Records Cheék Application, which acknowledges the appli-
cants' understanding of the Official Code of Georgia Title L9, Chapter 5, Section 60 et.
seq. (Child Care) or Georgia Code Title 31, Chapter 7, Section 250 et. seg. (Personal
Care); which requires & criminal records check for directors and employees of facilities
licensed by the Georgla Department of Human Resources. This form alsc authorizes the
Department of Human Resources to access any criminal history information whieh can be
legally accessed and records the results. Affidavit which records applicants' convie-
tion of any laws in any state excluding parking violations. U.S. Printing Office FD-258
(R. 12/29/82), which records imprints of fingers for identification and analy31s by the
Georgia Bureau of Investlgatlon and the Federal Bureau of Investigation.: .-~ - LIS
(See Continuatlon Pege)

The file Is afranged: by type of appllcant dlrector or employee then alphabetically by

last name of applicant. - )
8. Monthly Reference Rate How often are records referred to which are: . New Series - not appllcable

Includea are:

One to six monthsold __ ;  Seven to twelve months old .. ;' Thirteen to twenty-four months old
twerity-five monthsandalder ___ . 7 ) '
9. Annuat Rate of Accumulation or Records . ] ' .
o i SECLY T L e :
Letter-size drawers . Legal-sizedrawers __ .. __ ; Shelves e ; Dther {Specify) — —— .
_‘__,_*;_‘:..__h.__..__, — e e - et --——q..Zan._ﬁ_i-_ S e e e ———— —
i T o
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I [ I b Does the series contain confidential information requiring security han

" "I;:‘glllf yes, cite law Or ragulation,
X | . Go Gde Prn_ 35-334, 35-3-3s_ ]
X c. ls this a vital record?
X d. Does this series have historical or Iong term research vaiue? 7 i}
e. When one or two documents in the file make it necessary 1o keep the entire file for a long period, could these documents
X be scheduled separataly? T P A
B X f. isthe snformanon contained in this series ever pubi:;hed? If yas, gttach copy. - 1
_t ined in this Myes . ]
g Is the information contained in thrs series ever analyzed and/or recorded ine summanzed report? -
X , If ves, attach copy. e
h. 1s there & dyplication of this series in vour offnoe or in another offuee or agam:v? n o -
X It yes, whera? . B
X 1. s this series for a major portion of it} regularly microfilmed?
X i. boefthe record series resuh in a computer prmtout’ f Tepes O 3 - I
1 Retennon Reqguirements The following requires the series to be kept:
a. Stete Law —_— . Years. d. Audit period ——_years.
b. Statute of limitation —_— Years. e. Administrative need - j_mvears.
c. Federal law - YRars, f. Federal retention instructions years.

12 Approved D:sposmon |nstruct|0ns

Attach copy or excerpt of Iaws or regulanons Explaln admlms‘tratave negd,

~r

r"

Administratively, thls file series is necessary to document compllance w1th Georgia Coge '.
49-5-60 and 31-7-250; Wthh require the Department of Human Resources to perform a c0mplete
crlminal records check of dlrectors and employees of Child Care Fac111t1es and Personal ‘Care

| _Homes. ‘A satlsfact_c;rj records check is S requ uired to operate or be en;ployed 1n a facillty._
Tfns agency. reeommends that the fite senes‘be hut o?f at the end of each: g

P - R LT
.‘,, [:i Calendar Year E Frscal Year D Other —_— L — then,
%3 Hotd in the current files area -~ month(s) 1 = .year{s); then .
O Transfer to locat holding area; hold ——r yearlsl then e, ] _ :
: e wr e e " -
X1 Transfer to State Records Center; hold _ year(s}; then . | .. .
3 R T "F s o Fos e
Destroy =« . =, vt v .. e, o - r e e gt ® N . S .
{3 Transfer to State Acchives for permanent retention. i h
pa - - - o
O Other (Specify)
A
”
B T - - - -- oo ~e - DU -
r R - -~ - " re L R -
r e pr T f g e oy R T A - -
N - - .o ~ e T ~ o - T a ~
e ~ ~ Is C o -~ - cr L - - - - r 4 "o
"o o g s - -~ 'l [ - -~ . .. - - -~ - _
. Thes l"“fucﬂom lDDlV to all prlor and luture accumulatuon of rec-rds for th:s serles title ] o
: Slgnatul‘e R T s - Date - T oo )", , Signature - i .- bﬁa_te. -

DHR Office/Dlvislon ~ Director/Designce -

st A

DHR Sec){onfUn'lt‘ nlef/Supervisor/Deslignee

in paragraph 12

Retention recommendations

attach a ietter of explanation.

V\
e\
Sx

DHR Records Managament S,upervlsor .

,(E

e

" STATE RECORDS COMMITTEE

leaETHW CRANK,CRM-RMA .-

are approved State Auditor/Designee

— it not approved, please -

Secretary of State/Designee

— -

Form 4598 (Rev. 7-84)




7. Included are: Computer printout from the Georgia Crime Information Center (GCIC),

which 1lists the known criminal history of an applicant. Criminal records reports
- (rap sheets), which detail the criminal history of an applicant; supporting information

from law enforcement agencies and related correspondence.




